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Waybilling and Accounting for Motor Freight
Carriers
By Neil J. Rains
In devising a system of billing and accounting for motor freight
carriers the first rule to be observed is that the business of the
carrier must not be made to fit a system, but a system must be
provided to fit the business and operations of the carrier.
Regulatory commissions require that an accounting system
afford compliance with the rules and regulations promulgated
with a uniform classification of accounts as well as rules governing
the reporting of statistics. However, the rules and regulations of
regulatory bodies do not set forth the mechanics of any particular
system or method of billing and accounting to be used. It is
required that a complete record be maintained covering every
shipment handled and that there be a complete accounting
covering all assets and liabilities and any changes. Freight
transportation accounting involves specialized methods, due to
the very nature of freight-transportation service.
There are many methods of accounting that might be used, but
it seems important that any system devised should be simple and
easy to install and use. It must, however, be complete and
susceptible of audit. The method here outlined is submitted
with the thought of providing a system which will require as few
forms and operations as possible yet afford a complete method of
billing and accounting for freight shipments handled by motor
freight carriers. This outline covers billing methods and the
accounting for the accounts of agents and drivers as well as sug
gestions for the handling of the general accounts. The initial
billing and agency records and other records of original entry are
important, because they are the basis for all entries in the general
accounts.
Many motor freight carriers, especially the smaller operators,
do not maintain freight or local agents or freight depots. They
simply transport shipments from store-door to store-door, and in
such cases the truck driver usually collects the revenue whether
the charges are prepaid or collect. Other motor carriers maintain
freight depots and afford local pick-up and delivery service and
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use the services of a freight-agent at such points. It will there
fore be seen that we may classify motor freight carriers into two
general classes, viz.: (1) those that maintain freight stations and
agents and (2) those that operate exclusively from store-door to
store-door.
The accounting methods for those in the second class are com
paratively simple. The use of a combination waybill, consignee’s
freight bill and shipper’s receipt and a driver’s trip report will
supply ample information for a complete record as to billing and
accounting for freight shipments.
Carriers which maintain freight stations and agents will, how
ever, also serve points at which there is no agent. The trucks in
such cases make delivery or pick-up at store-door. It is, there
fore, apparent that a proper accounting for all shipments involves
both drivers and agents.
A number of motor carriers may use the same freight depot,
which is usually a separately operated entity. Such freight
depots render a pick-up and delivery service for the benefit of all
carriers utilizing such facilities. In such cases the freight depots
so operated serve in the same capacity as an agent directly em
ployed by a carrier. The agents’ reports and accounts here
outlined are to be prepared on behalf of each carrier by the oper
ators of such freight depots exactly as would an agent directly
employed by a carrier.
In order to present clearly the method contemplated by this
system, forms are appended, designated and explained as
follows:
Form W/B—Waybill, consignee’s freight bill and shipper’s
receipt.
Form T —Driver’s trip report.
Form A —Agent’s daily report.
Form B —Abstract of shipments received.
Form C —Abstract of shipments forwarded.
Form D —C.O.D. shipments and remittances.
Form E —Uncollected bills.

Waybill, Consignee’s Freight Bill and Shipper’s Receipt
(Form W/B)
Upon tender of a shipment to a carrier by a shipper, form W/B
is to be filled out in quadruplicate. In the absence of any through
billing arrangements between motor carriers, it will be necessary
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in cases where a shipment must be handled by more than one
carrier to transfer such shipment at the junction point and settle
the charges by junction settlement between the carriers involved.
The carrier tendering such shipment at a junction point should
deliver to the receiving carrier a regular consignee’s freight bill,
upon which should be shown all the necessary information regard
ing the shipment. At the same time the receiving carrier should
receipt for such shipment to the delivering carrier upon the proper
form of the delivering carrier, which under this system would be
the original waybill.
This method of billing produces in one operation the following
individual documents:

(1)
(2)
(3)
(4)

Original copy is the carrier’s waybill.
Duplicate copy is the consignee’s freight bill.
Triplicate copy is the shipper’s receipt.
Quadruplicate copy is for the driver’s or the agent’s
record.

The original and duplicate copies travel with the shipment to
destination or junction point. Upon delivery of a shipment the
consignee (or a connecting carrier) signs the receipt provided on
the waybill. At the same time the duplicate copy or consignee’s
freight bill is delivered to the consignee (or connecting carrier)
and a receipt for the amount of the charges collected is provided
on the form.
The triplicate copy is given to the shipper. In cases where
shippers request a formal bill of lading, the shipper’s receipt may
be exchanged for such formal bill of lading, but it is the intent of
this system to afford a complete method of receipting for freight
shipments and waybilling them in one operation. Normally this
method will be sufficient.
In billing a shipment on form W/B, the weight, rate and
charges applicable to the various articles are shown, and, if the
shipment was received from a connecting carrier, the amount of
any charges advanced to such connecting carrier are shown in the
space provided for this purpose. The amount of such advances
is added to the carrier’s own charges and the total is the amount
to be collected at destination, if the shipment was not prepaid.
However, if the shipment was prepaid, the amount of prepayment
collected should be shown on the line provided for “amount
prepaid. ” If the amount of prepayment is not sufficient to cover
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the total charges, the remainder is to be shown as “total charges
to collect.”
In the case of a fully prepaid shipment which is destined beyond
the route of a carrier, the amount of the prepayment will exceed
the carrier’s own charges (and advances). In such cases the
amount of the prepayment in excess of carrier’s charges will be
shown on the last line as “prepaid beyond.” The amount
“prepaid beyond” is, of course, the amount to be paid to the
connecting carrier at the junction point, either by the delivering
truck driver or by the agent, if arrangements are made for
settlement for such shipments by the agent. At the time of
issuing the waybill and shipper’s receipt, the amounts of any
prepaid charges are to be receipted for in the space provided on
form W/B.
It will be noted that provision is made on the waybill to
show the point at which the shipment is to be delivered for
transfer to a connecting carrier in case the final destination as
shown by the address of the consignee is beyond the route of the
carrier.
Space is also provided on the waybill for the driver to show the
number of his truck, the date and his name. Space is also pro
vided in which to show the distance the shipment is hauled.
This information is important in the compilation of statistical
data. It is suggested that a distance table should be prepared
showing the mileage between all points on a carrier's route
or routes so that the proper mileage may be inserted on each
waybill. Also all points may be designated by a code number
which shall be the distance of each point from a given basic
point.
Waybills should be numbered consecutively at each point of
billing, beginning with 1 the first day of each month.
Space is provided on the waybill to show the amount of any
C.O.D. collection to be made. When signing the consignee’s
freight bill the driver or agent should receipt for the “total
charges to collect” plus the amount of the C.O.D. and the fee
thereon.
Truck drivers should be provided with a supply of form W/B to
be used in the case of shipments picked up along a route. A sep
arate series of billing numbers can be assigned to each driver or, if
desired, a letter can be prefixed to such numbers for each driver.
Such waybills are to be accounted for on the driver’s trip report
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and the quadruplicate copy of form W/B is to be attached to such
trip report when forwarded to the general accounting office.

Driver’s Trip Report (Form T)
Form “T” is provided to show, in as compact a way as possible,
a record of each one-way trip made by each truck and driver.
Carriers should designate all trucks by number in order properly
to identify them in making this report.
Space is provided for the driver to show the amount of cash
paid out. Of course, such payments should be supported by
proper receipts. Also space is provided for a summary of the
cash to be accounted for and remitted by the driver.
All waybills delivered at the point of billing to a driver must be
entered on the driver’s trip report showing the waybill number,
the distance hauled, the weight in pounds, the amount of the
charges collected by the driver and the amount of the charges on
shipments delivered by the driver to an agent or a freight depot.
Two entries should be made for C.O.D. shipments—one to show
the amount of the freight charges and one the amount of any
C.O.D.
Upon return of the driver to headquarters or to the point
where he may make settlement, he will remit and settle for the
total amount of the charges collected less the total amount of
cash paid out. If any working funds are advanced to a driver the
amounts are also considered at the time of making the settlement
as shown by the “cash account” on form T.
Drivers can also make settlement with any agent of the
carrier, and the agent in turn will account for the net amount
of settlements on his daily report. (See agent’s daily report—
form A.)
A column is provided on the driver’s trip report, designated
“shipments delivered to agent. ” The purpose of this column is
to show the waybills and shipments which may be delivered at
any point where the carrier maintains a freight depot and an
agent who will ultimately make delivery of the shipments and
collect the charges.
The driver must show on his report all waybills handled,
whether charges are collect or prepaid, in order that the total
tonnage handled and the distance hauled may be correctly com
puted. Shipments which are fully prepaid or involve “prepaid
beyond” are to be listed, but the driver will show in either of the
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last two columns the notation “paid” instead of entering any
amount.
Agents’ Daily Report (Form A)
A daily system of reporting is provided for the agents of carriers
who maintain freight stations at any given points. The agents’
daily report is supported by subsidiary reports as follows:

Form
Form
Form
Form

B—Abstract of shipments received.
C—Abstract of shipments forwarded.
D—C.O.D. shipments and remittances.
E—Uncollected bills.

These subsidiary reports are compiled daily for all shipments
received and forwarded each day and the totals of such reports
are carried to the agents’ daily report (form A).
Drivers’ settlements made to agents are accounted for on the
agents’ daily report.
If the agent is authorized to make any disbursements, they are
shown on this report and should be supported by proper receipts.
C.O.D. collections should be deposited in a special separate
bank account daily by the agent, and the agent should be author
ized to issue cheques on such bank account in order to remit the
amount of the C.O.D. which was collected for the account of the
shipper or as shown on the waybill.
All other funds should be deposited in a separate bank account
by the agent to the credit of the carrier and a duplicate deposit
slip covering each deposit, as shown on the agents’ daily report,
should be attached to such report. Withdrawals, however, from
a bank account should be made only by the proper officers of the
carrier.
The effect of forms B, C and D is to charge the agent with all
waybills and funds for which he is to make an accounting.
Freight on hand, short or undelivered, as well as any other
collections outstanding will be accounted for as “uncollected
bills. ”
After accounting for all uncollected items on form E the “bal
ance due company, ” as shown by the agents’ daily report, will
normally reflect the total of the cash on hand plus the amount of
cash in the special C.O.D. bank account.
The “balance due company” at the close of each report is
carried forward to the report for the succeeding day.
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Abstract

of

Shipments Received (Form B)

Form “ B ” is simple. It is merely a list of all waybills received
by the agent from drivers during the day. The net amounts of
the charges to be collected on each waybill are shown in the
“total to collect” column. If any waybills are received destined
for delivery to a connecting carrier, which involve prepayment to
such connecting carrier, then this prepayment should be shown in
the column headed “prepaid beyond.” The totals of these two
columns are carried to form A, and it will be noted that the agent
is charged with the “total to collect” and is credited with the total
amount “prepaid beyond.” The original waybills are to be
attached to this daily abstract and forwarded to the general
accounting department of the carrier.

Abstract

of

Shipments Forwarded (Form C)

Form “C” is a list of all waybills issued each day by an agent,
covering shipments forwarded from his station. The total
amounts of prepayment collected and the amount of “advances”
to connecting carriers are carried to form A. It will be noted that
the agent is charged with the amount of prepayment collected
and is credited with the amount of any “advances” paid to
connecting carriers.
The amount of the carrier’s own charges are not carried to
form A, as the amount of such charges will be accounted for by a
destination agent or by a delivering driver.
C.O.D. Shipments and Remittances (Form D)
Waybills received by an agent, which involve C.O.D. collec
tions, are entered on form B to account for the freight charges on
such shipments, but the amount of a C.O.D. is not entered on
form B but is to be entered on form “ D.” The C.O.D. fee is also
shown on form D. Also there will be shown on form D a record
of the cheques drawn by the agent on the special C.O.D. bank
account covering remittances made to shippers for C.O.D.
collections.
The total amounts of the C.O.D. shipments and the C.O.D. fees
are charged to the agent on form A, while C.O.D. remittances are
credited to the agent on form A. Uncollected C.O.D. items are
to be shown on form “E” while outstanding and uncollected, but
when collected and deposited and remitted they are thus cleared.
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Uncollected Bills (Form E)
Credit arrangements with consignees and shipments unde
livered or short will create outstanding and unpaid items which
will be accounted for on form “E” until paid or cleared.
Unpaid items which are due connecting carriers on junction
settlement, if not otherwise accounted for, should be listed and
deducted from the total amount of uncollected bills. Other
liabilities may be handled in the same manner.
Accounting for Drivers’ Trip Reports
As previously stated, it is a comparatively simple matter to
obtain an accounting in the case of carriers that do not maintain
local agents and operate directly from store-door to store-door.
Such carriers would only require the use of two forms, viz.: (1) the
combined waybills and freight bill and (2) the driver’s trip
report. The other forms outlined here would not be necessary.
They are to be used only by agents at stations where freight is de
livered by drivers for later local distribution.
The use of only the two above-mentioned forms, however,
would mean that drivers must be trained in the proper use of such
forms. In all probability a complete schooling would be required
to train drivers in the use of tariffs and classifications, for it will be
necessary that they be able to waybill shipments received and
delivered at points along a route.
If the operations of a carrier are conducted without involving
the use of agents’ accounts, the accounting for the carrier will be
entirely based upon the drivers’ trip reports and the waybills.
The drivers’ trip reports when turned in by the drivers can be
summarized and a proper journal entry prepared for entry on the
general books of the carrier. All waybills handled on each trip
should be turned in with the accompanying trip report.

Audit of Agents’ and Drivers’ Accounts
A careful analysis of this system of billing and accounting for
agents and drivers’ accounts will show that it affords a complete
control over all agents and drivers. For instance, all shipments
delivered to a driver can be checked from the memorandum copies
of waybills and from the reports of waybills forwarded, and in turn
the shipments delivered by a driver to an agent can be readily
traced and checked. Also all shipments forwarded can be checked
against all shipments received by simply checking all forms B
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against all forms C. In this manner every shipment is accounted
for and the method of handling C.O.D. shipments allows a com
plete record of all C.O.D. collections and remittances and pro
vides a system that is susceptible of easy audit and verification.
The general accounting department of a motor freight carrier,
after completing the necessary audit of these reports, simply sum
marizes once a month the agents’ daily reports and prepares from
such summary a proper journal entry to be taken into the general
accounts of the carrier. Likewise drivers’ trip reports, other than
those settled by agents, can be summarized and a suitable journal
entry can be prepared.
All these reports should be neatly bound for each month and
carefully filed for future reference or audit. Waybills should be
assorted for each month according to the issuing station and in
numerical order and then be permanently bound.
All waybills should be carefully checked and revised as to rates
and extensions in the accounting department and any under
charges discovered should be certified by special debit to the
destination agent for collection or otherwise placed in a proper
channel for collection. Overcharges discovered should be prop
erly recorded and refunds made.
Suitable instructions should be given to all drivers and agents
regarding the placing of proper notations on all waybills and
freight bills relative to any loss of or damage to freight shipments.
Claims filed with a carrier for loss and damage should be recorded
and numbered, and each claim number should be posted on the
original waybill. Reference to the waybill in such cases will
disclose whether or not a notation exists as to any loss or damage
and thus will afford a verification of the claim.
This system will enable the general accounting department of a
motor carrier to compile adequate and proper statistical data such
as the number of tons handled, the distance hauled, number of
ton-miles, revenue, revenue per ton, revenue per ton-mile and the
revenue per mile of route operated.
The drivers’ trip reports can also be made the subject of a very
interesting study of the cost of operation on the basis of the
number of tons handled, miles and hours operated, etc.
General Accounts

Since the compilation of basic information is most important,
the procedure has been dealt with in great detail, but it is not
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necessary to elaborate any particular method for the handling of
the general accounts.
Every bookkeeper has his own idea of how to handle general
accounts. Some prefer, in addition to the general ledger, a sepa
rate cashbook and a separate journal. Others prefer a combina
tion record, such as a cash-journal; some may prefer the use of a
voucher system. The choice of such a system is largely depend
ent upon the particular conditions of each individual carrier.
However, it might be suggested that the simplest method would
involve the use of only a general ledger and a cash-journal. The
general ledger would contain accounts covering all assets, liabili
ties, revenues and expenses. These accounts would be posted
from the cash-journal and, at the close of each month, a trial bal
ance would be prepared from the balances as shown by the ac
counts in the general ledger. From such trial-balance, a balancesheet and income statement can readily be prepared.
The cash-journal should preferably be a multi-columnar book
with columns provided for the necessary accounts. This record
should be written up chronologically. All bank deposits as
shown by the duplicate deposit slips attached to the agents’ daily
reports should be written up daily and all cheques issued should be
recorded daily. At the close of the month suitable journal-entries
should be made of the summaries of agents’ daily reports and
drivers’ trip reports as previously explained. The totals of the
columns should be posted to the proper accounts in the general
ledger at the close of the month.
The appended forms are suggestive of the general form to be
used in each case under this system, but they can be changed to
conform to any other size and the spacing and printing can also be
modified if desired.
To some critics the system of waybilling and accounting as here
outlined may appear complicated, but to one experienced in
freight transportation service who understands the specialized
nature of such service, it will be evident that this system is quite
simple and relatively inexpensive yet entirely adequate for the
purpose of affording the minimum information and records
necessary to meet the requirements of regulatory agencies.
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Description of articles

Weight
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Date ................................................. 1 9 ....

Rate

By ...............................................................

......................................................................... Consignee

Prepaid beyond

Remit to

C.O.D. $ .........

Handled by truck No ..........
D ate ....................................
Miles hauled ......................

To be transferred
A t .......................................
T o .......................................

R eceived $ ........ to apply
in prepayment of the charges
on this shipment.
Signed ................................

Total to collect

Total

Driver..................................

Advances

Amount prepaid

Freight

Address..................................................................................

Address..................................................................................................

No ............

Consignee................................................................................

D ate .................................. 1 9 ....

Shipper..................................................................................................

R eceived the Above D escribed Articles.

W /B

(N ame of Carrier)

Waybilling and Accounting for Motor Freight Carriers

No....................

Weight

44

Date ..................................... 1 9 ....

Received $ .................
in payment of the above charges.

Description of articles

Rate

By .................................................................

......................................................................

Prepaid beyond

Carrier

Remit to

C.O.D. $ .........

Handled by truck No.........
Date ....................................
Miles hauled .......................

To be transferred
A t .........................................
T o ........................................

R eceived $ ......... to apply
in prepayment of the charges
on this shipment.
Signed..................................

Total to collect

Total

Driver..................................

Advances

Amount prepaid

Freight

Address........................................................................................

Date .................................1 9 ....

Address.................................................................................................

Carrier)

Consignee...................................................................................

of

Shipper..............................................................................................

2— Consignee's freight bill

(Name
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Weight

Rate

Prepaid beyond

Remit to

C.O.D. $ .........

Handled by truck No..........
D ate .....................................
Miles hauled ........................

To be transferred
A t .........................................
T o .........................................

R eceived $ ......... to apply
in prepayment of the charges
on this shipment.
Signed..................................

Total to collect

Total

Driver..................................

Advances

Amount prepaid

Freight

Address................................................................................

By ........................................................................................................

............................................................................................... Shipper

By .................................................................

......................................................................

Carrier

T endered and R eceived subject to the terms and conditions of the carrier’s bill of lading as shown in the classifications and tariffs
lawfully applicable to this shipment.

Description of articles

Address..................................................................................................

No....................

Consignee..............................................................................

Date ................................. 1 9 ....

Shipper..................................................................................................

3—Shipper's receipt

(Name of Carrier)
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Form T

(Name

of

Driver’s Trip Report

Carrier)

Driver..................................................................

Left............................

Date................... 19...

Arrived......................

Date................... 19...

Miles traveled.................

Time on duty.................

Hrs.................

Min.

Cash Account

Cash Paid Out

For gas—gallons purchased
For oil and lubricants
For repairs
Paid connecting carriers
Other (explain)
Total cash paid out

Truck No............................
AM
Time............................. PM
AM
Time............................. PM

$.......... Cash advanced
$.......... Charges collected
Total
$..........
$.......... Cash paid out
$.......... Amount remitted
$.......... .............................................

$..........
$..........
$..........
$..........
$..........

Abstract of Shipments Handled

W/B
No.

From

To

Miles
hauled

Weight

Charges
collected

________
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Shipments
del’d to agt.

_________
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Form A
Agent’s Daily Report
Carrier............................

Agent..........................

Date...........................

Debits
Balance due company from last report
Total to collect on waybills received (form B)
Prepaid charges collected on shipments forwarded (form C)
C.O.D.s received—(form D)
C.O.D. fees—(form D)
Drivers’ settlements (trip reports attached)
Other debits
Total debits

Credits
Advance charges paid to connecting carriers (form C)
Prepaid charges on shipments del’d connecting carriers
(form B)
Other disbursements:
Paid to
for

Remitted on account of C.O.D. shipments (form D)
Deposited in bank (duplicate deposit slip attached)
Uncollected bills (form E)
Other credits

Total credits

Balance due company (total debits less total credits)
C.O.D. bank account balance $...................

Correct:

Cash on hand

$............................................................. Agent

Balance due company

$............................................................. Station
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Farm B

Abstract of Shipments Received
Carrier...................................................

Date............................

.....................................................Station

........................Agent

Total to Prepaid

Waybill

number

Weight

From

Freight

Prepaid

Advances

collect

beyond

Form C

Abstract of Shipments Forwarded
Carrier....................................................

Date...........................

....................................................... Station

....................... Agent

Waybill
number

To

Weight
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Freight

Advances

Prepaid
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Form D
C.O.D. Shipments and Remittances

Carrier................................................................
.................................................Station

Date....................................

.................................................. Agent

C.O.D. Shipments Received
W/B
No.

From

Amount of
C.O.D.

Consignee

C.O.D.
fee

C.O.D. Remittances

W/B
No.

From

Amount of
C.O.D.

Remitted to

Cheque
No.

Form E
Uncollected Bills

Carrier................................................................

.................................................. Agent

.................................................Station

Due from

Date....................................

Waybill
number

49

From

Amount
uncollected

